Talent Assessment Manud Revised: 2/27/08

ADDENDUM 1A

A. Track OneHistory Check

Step 1: Click Case Management

= ] https:/iwww. trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer,

7 " @Work Solutions

User Home
é‘% News
JobWorks - Cass

Indiana Workforce - Master User

~ ZNEW INFORMATION POSTED Thursday, 11/15/2007***

‘ﬁ User Home Page
| Bulletin Board

Lidria Romero - Indy WIA Training Help Topics About DSI Logout

Case Management

¥ Recent New Pick List Walues for Credentials in TrackOne:
E 2 Tasks
E F calendar Cwer the wieekend we will be adding new values to the Credential Type pick list on the "Credentials” screen
[ 9 case Load in TrackOne, The new values include the Blue and Gold Workieys Cerificates as well as Master's Degree
e 3 My User Configuration and PhD.

1) Paused Operations

I Reports & Documents

E ] Impartant Documents
[ ] Caseload Reports

Please review the new TTGE posted on the DWD website.

Posted: 11/152007

E ] Region/Site Reparts Ifyou have any questions about these changes or have any suggestions about future changes please
[ (] Excel Reparts contact Jason at the Help Desk at 317-436-4060 or email him at support@atworksolutionsing.com
[ ) User & Admin Reports

[ ) Paused Operation Reports Thanks,

[ (] 9090 Reports - June 2006

B ] 9090 Reports - Sept 2006 The @Work Solutions Inc. Tearn

I —
@) DWD Website
@ csz
@) Selective Service Registration
&) sSelective Service Verification
g T
@ Dane é D Internst

Step 2: Click Find Client

A https: /hwww.trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer

" @Work Solutions

Lidria Romero - Indy WIA Training Help Topics About DSI | ogout

User Home

Add New Client Find Client

Case Management

-felcome

Szedenik, Princess
111-11-1111 To get started in this tab you can select an option in the menu to your left, or click the
12/25{1380 Add New or Find options at the top of the left pane. Altemately, you can use the tabs

above to navigate to other parts of the application.
| Gase Management & |
¥ Client Home Page
E 2 Reminders/Tasks
3} 3 Edit Participant
3 Waork History
] Enrollment and Application
] Services
] Goals
.| Case Notes
Z] Credentials
] Test Results
] Print 155
[ ] Tas Forms

] Administrative File Review

bed

Wi Data Systems International
@‘] 2 Internet 1
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Step 3: In“Find Client” Screen, Enter Last Name, First Name and click search. (If not in
system, you will need to add new client)

2 https:fhwww.trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer,

Foocrc g * @Work Solvtions

Mary Urban - Indy WIA Help Topics aAbout DSI Logout

User Hame Case Management

Add New Client Find Client Find Client ®
Bading, Frank Use the section criteria below to find your client. To narrow the search, fill in rore than one criteria. Social Security Number
110-60-7845 and Birth Date are the best fields to narrow your search.

5/10/1964

I Case Management (] First Name: I:l

¥ Client Home Page Social Security Number: l:l

EH & Reminders/Tasks

Binth pote: [
e 3 Edit Participant -
3 vork ity sean cordio: [
1 Enroliment and spplication -w -Cance\

(C] Services
] Goals
| Case Notes
C] Credentials
] Test Results
) print 155

[ ] Taa Forms

I atic :

1 Administrative File Review

@Done 2 8 Internet

Step 4: Name will appear in the bottom portion of the screen is the customer is registered
in TrackOne. Since severa names may be listed, match the SS# with the name to verify
the customer is already entered into TrackOne

<2 hitps:fhwww.trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer

o " @Work Solutions
Lidria Romero - Indy WIA Training Help Topics About DSI Logout
User Home: ]‘ Case Management W
Add New Client Find Client Find Client @
Szedenik, Princess Use the section criteria below to find your client. To narrow the search, fill in more than one criteria. Social Security Number
141-11-1141 and Birth Date are the best fields to narrow your search.
12/25/1980

Last Name:

rrrrrr— Fist ame:
’.? Client Home Page Social Security Number:

B & Reminders{Tasks Birth Date: -

] 3 Edit Participant
Wwaork History Scan Card ID:

1 Enrollment and application

HB

1 services

(] Goals records found.

.| Case Motes i st Name Social Security Number Birth Date Gender Gity Home Phone Scan Card ID
] Credentials Szedenik Princess 111-11-1111 12/25/1980 Female Mishawaka 574-233-6175

(] Test Results
] Print 155
[ O] TAs Forms

I atlo z

1 Administrative File Review

& S @ Irkernet 2
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B. Add New Client into Track One

Step 1: Click add new client ( Thiswill take you to the participant identification screen)

2 https:/fwww.trackon:

User Home

Add New Client Client

Bading, Frank
110-60-7845
5/10/1964

/h Client Home Page
E 2 Reminders/Tasks
3] 3 Edit Participant

\Work History

(2] Enroliment and Application

1 Services

] Goals

.| Case MNotes

1 Credentials

C] Test Results

) print 155
E ] Tas Forms

I Case Mahagement o

tTrack.Net - Microsoft Internet Explorer
' @Work Solutions

Mary Urban - Indy WJIA Help Topics About DSI Logout

Find Client

Use the section criteria below to find your client. To narrow the search, fill in more than one criteria. Social Security Number
and Birth Date are the best fields to narrow your search.

Last Name:

First Name:

Social Security Number:

Birth Date:

Scan Card ID:

(Z] Administrative File Review

)

@ Dong

2 @ Internet

Step 2: Enter Last

name, First name, SS#, Birth date, Click Next

Bading, Frank
110-60-7845
5/10/1964

I Case Management
/h Client Home Page
[ & Reminders/Tasks
3] 3 Edit Participant
Work History
(21 Enroliment and Application
C] Services
1 Goals
| Case Notes
Z1 Credentials
C] Test Results
] print 155
E ] Tas Forms

1 @Work Solutions

Mary Urban - Indy WIA Help Topics About DSI Logout

User Home: Case Management

Add New Client Find Client

Participant Identification

Fill in the information to identify your participant in the hoxes below.

s [f you are adding a new participant, complete the required fields before clicking Next.
e [f you want to check to make sure that your participant does not already exist in the system, type some identifying
information such as social security number, or the first few letters of the participant's last name, and click Next.

Last Name:* l:l
First Name:* l:l
Social Security Number:* l:H:H:l
BirthDate: [ |
Mext

(C] Administrative File Review

@ Done

S @ Internet
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Step 3: 10 Demographics (Some data may aready be entered) Continue with
Employment Status, Veteran Status, Birth date, Gender, Disabled Y es/No,

Hispanic/Latino Ethnicity, Race, Home Address, Zip Code, City, State, County, Home #,
Cell# optional, email optional, Highest grade completed, Highest Degree attained, Ul
status, citizenship.

soft Internet Explorer

User Home Case Management

Add New Client Find Glient

- @Work Solutions

Lidria Romero - indy WIA Training Help Topics About DS1 Logout

I=]

szedenik, Princess
11i-11-1111
izfzsii9e0

I Case Management
/¥ Client Hame Page
E & Reminders/Tasks
= 3 Edit Participant
3 wWork Histary
23 Enrallment and Application
] services
] Goals
| Case Notes
] Credentials
] Test Results
£ Print 155
E ] Taa Forms

3 Administrative File Review

Add New Client Find Client

szedenik, Princess
11i-11-1111
izfzsii9e0

| Case Management @ |
/¥ Client Hame Page
E & Reminders/Tasks
= 3 Edit Participant
3 wWork Histary
1 Enraliment and Application
1 Services
] Goals
lo| Case Notes
2] Credentials
C] Test Results
£ Print 155
[E ] Taa Forms

2] administrative File Review

] ENTUIIIETIL Jriu Appieduur
] services
] Goals
lo| Case Notes
] Credentials
] Test Results
£ Print 155
[E ] Taa Forms

2] administrative File Review

@

Step 2

@

Participant Identification

Fill in the participant's primary identifying information

Universal/Core Services Participants-The following information is required

Last Name:* l:'
First Name:* l:l
Middle Name: l:l
Suffix: l:'
Social Security Number:* DDI:'

Employment Status:* ‘ SELECT —
Laid off from TAA Certified Employer:

Location:
TAA Petition #:

Veteran Information

Yeteran Status:* ‘,, SELECT -

Separation Date: l:lll

Optional Fields-Participant must be offered the opportunity to provide Equal Employment/Demographic information. These
fields are required for the application, but not required for Core Services. If available, please complete

Client Age:
Gender: | SELECT--
Disabled: | pg v

Hispanic/Latino Ethnicity:

- SELECT-- |«

Race-If the client sel-identified ane or mare of the race categories below, check all that apply. Otherwise, check Did Mot Self-
Identify Race

American Indian/alaskan Native: []

Asian: [

Black/African American: [

Hawaiian/Pacific Islander: [

White/Caucasian: []

Did Not Self-Identify Race: []

Additional Participant Information

Home Address:

L 1

S — .
O
County:

Home Phone:

L]

wrk phone: [~
Gell Phone:

]
L 1

Email Address:

Highest Grade Gompleted: ‘ SELECT - v‘
Highest Degree Attained: ‘,, SELECT - v‘
Unemployment Insurance (UI) Status: ‘ SELECT - vl |

Citizenship: | SELECT - 3

Org/Region Information-These values will be automatically assigned by the systemn

Created By Org ID:
Organization Name:
New Region Code:
Old WSA Code:
Date Created:

<]

Previgus ] Finish [Pause ] [ Cancel

&] Dane

S @ meernet
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C. FEirst Service Step
Step 1: After 10 demographics are entered, click “Services’ on left side of screen. This
will then take you to Activities Screen.

rosoft Internet Explorer

§ Mary Urban - Indy WIA Help Topics About DSI Logout
User Home Case Management
Add New client Find Client [=]

Additional Participant Information

Bading, Frank

Home address: [ ]
110-60-7845
i . =
L e—
O —
’.‘ Client Home Page G ty:
E |2 Reminders/Tasks ounty: |- SELECT - v
2] 3 Edit Participant Home Phone: I:l
B work Histary WorkPhone: [ ]
] Enroliment & fila] Msg Phone: I:l
(1 Services
£ Goals CellPhone: [ ]
] Case Notes Bl address: [ ]

1 Credentials Highest Grade Completed: | sElECT-- v|
] Test Results Highest Degree Attained: |.. SELECT-- v‘
&} print 185
E O T84 Forms Unemployment Insurance (UI) Status: |.. SE(FCT-- vl |

Citizenship: | SELECT - v

1 Administrative File Review

Org/Region Information-These values will be automatically assigned by the system

Created By Org ID:
Organization Name:
New Region Code:
Old WSA Code:
Date Created:

[ Previous } [ Pause ] [ Cancel ]
&) S @ Inkermet

ijstart € @ = 7| & b out [ /3 (0unread

screen

2) https:fiwww.trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer

Frncecd a 1/ @Work Soletions
Lidria Romero - Indy WIA Training Help Topics About DSI Logout

UserHome ||  Case Management

Add News Client Find Client

szedenik, Princess The client's activities/serices are displayed below. The most recent items are listed first
144-11-1141 To add a new activity, click the Add New button. To edit an existing activity, click the Action t to the desired record
12/25{1980 and select Edit fram the menu

I Case Management

/ﬁ Client Home Page
3 records found.

g‘% Rz!'nmde!’sﬁasks Title Eunding Service Type Line Planned End Actual End
Edit Participant it Stream ————— Date Date
Work History % 13002008 Work v/ clientto develon ypahe Ermployment Plan [ 1/30/2008
] Enroliment and Application i‘; ioh ssarch plar\‘. g i g
- 1-on-1 Counseling an ) Counseling and Career
2 Services % 1a/5/2007 ZanS Caneel Wia-adult  CoUDse] s 11/9/2007 11/9/2007
3 Goals % 1179/2007 Seif-heln - Assessment - oo o e, Infarmational/Self- co 11/9/2007 11/9/2007
Lt Generic Service

lo| Case Notes
] Credentials
C] Test Results
£ Print 155

[E ] Taa Forms

1 Administrative File Review

&) S & Internet
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Step 3: At the “Add an Activity” page, click the magnifying glass next to
Activity/Service Title, thiswill take you to available service by funding stream screen.

rosoft Internet Explorer

Tk g 1 @Work Solutions
Lidria Romero - Indy WIA Training Help Topics About DSI Logout

Uzer Home: Case Management

Add New Client Find Client

Szedenik, Princess Activity
111-11-1111
12/25/1980 To add an activity, enter the following information.
i oK
I Case Management Begin Date:
/¥ Client Home Page Activity/Service Title:* ‘ &F,;
[ 2] Reminders/Tasks Funding Stream:
3} 3 Edit Participant Line Code:
3 Work History Service Type:
3 Enrcllment and Application Provider:

S s Training pravider 10 [ ]
Goals

= oot ode: [ 4

\.| Case Notes

1 Credentials O*Net Titie:
] Test Results Summary Description: |

] Print 155 Status:¥ |Achve v‘

) (B W T Planned End Date:™* [1201/,2006 |
|E atio A ActualEndDate: [ |y

1 administrative File Review Record Greated By:

Service Notes-A notes field is provided for any justification, rationale or detailed information necessary for monitoring purposes.
Please use accordingly. Motes in this field will be viewable by all users.

Service MNotes:

=

&) 2 @ Internet

Step 4: In “Category” select “1 Core-Self Service”, in the drop down menu under
“Service Type’, choose “Informational/Self-Service.”

let - Microsoft Internet Explorer

o, ) g éﬁ @Work Solvtions
Lidria Romero - Indy WIA fraining Help Topics About DSI Logout
User Home: Case Management

Add New Client Find Client

szedenik, Prin
111-11-1111
12/25/1980

Select the Funding Stream (only the ones for which this client is currently eligible are shown]), and click Search
to display a list of available services

You can use the Categary and Service Type selections to narrow the search. The Service Title box will match all
titles containing the text in the box, for the selected Funding Stream o

I Case Management
,l‘ Client Home Page|

[ Jf Reminders/Tasks

3] 3 Edit Participant
3 W HIEdEry Funding Stream:* |
1 Enrollment and Ag

{3 Services Category: | SELECT - v

] Goals Service Type: | SELECT - v|

< Coss hotes servicelitle: [ ]

1 Credentials

21 Test Results ]

) Print 155
[ ] Tas Forms

1 Administrative Fild

Click on an item in the list to place the client into the selected service

r monitaring purposes

& Done D @ ITnkermet
=

L 8 @ Internet
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Step 5: Click “Search.” A page displaying “ Available services by funding stream” should
show. Note: There are various Core-Self Help C9' s that may be selected (select most

appropriate).

rosoft Internet Explorer

ng Stream (only the ones for which this client is currently eligible are shown), and click Search to display a list of available serices
You can use the Category and Service Type selections to narrow the search. The Service Title box will match all titles containing the text in the box, for the selected
Funding Stream.

Click on an item in the list to place the client into the selected service

Funding Stream:* | S| ECT - W

Gategory: |1 Core - Self-Senice 5

Service Type: [N

Service Title:

24 records found,

Core Services
Core Services
Caore Services
Core Services
Core Services
Care Services
Core Services
Core Services
Caore Services
Care Services

Informational/Self-Service
Informational/Self-Service
Informational/Self-Service
Informational/Self-Service
Informational/Self-Service
Informational/Self-Service
Informational/Self-Service
Informational/Self-Service
Informational/Self-Service
Informational/Self-Servics

WIA-Adult Informational/Self-Service Self-help - Utilized Tutorials (Typing/Office/etc)
WIA-adult Informational/Self-Service Self-help - Job Search - Generic

WIA-adult Informational/Self-Service Self-help - Utilized Job Search software/video/pri
WIA-Adult Informational/Self-Service Self-help - Utilized resume builder software/video
Wi TA-Adult Informational/Self-Service Self-help - Financial Aid Infarmation

WIA-Adult Informational/Self-Sarvics Self-help - Community Resource Infarmation

W L&-Adult Informational/Self-Service Self-help - LMI - Generic

W TA-Adult Informational/Self-Service Accessed local wage and benefits trends
WIA-Adult Informational/Self-Servics accessed LMI for region's strat. skills initistive

W A-Adult Informational/Self-Service Self-help - Assessment - Generic

Wi TA-Adult Informational/Self-Service Self-help -Utilized typing test software

WIA-adult Informational/Self-Service Self-help - Utilized Interest Inventory Software

Self-help - Utilized Tutorials (Typing/Office/etc)

Self-help - Job Search - Generic

Self-help - Utilized Job Search softwares/video/pri
Self-help - Utilized resume builder software/video

Self-help - Financial Aid Information

Self-help - Community Resource Information

Self-help - LMI - Generic
acoessed lacal wags and benefits trends

accessed LMI for region's strat. skills initiative
Self-help - Assessment - Generic

Step 6: After selecting most appropriate C9 service, TrackOne will go back to the
“Activity” page. Some entries may be automatically filled in, but you must complete all

other asterisked items and then click “Save” button on bottom of page.

2 https:hwww.trackone-in.com - ClientTrack.Net - Microsoft Internet Explarer

srmﬂu

Lisai Horn: 1

sredenik, Princess
FETEEREEE]
12/25/1900

Case Managument
A} client Home Page

E 4 Reminders/Tasks

B B edit participant
Work History

() Enrcliment and Appheation

(= Services

Case Management ‘]
Add News Client  Find Client }

Activity

(1 Administrative File Review

]

A Activities-Master

Ta add an acthity, erter the following infarmation

Buyin Date:*®

Activily /Survice Title:*
Funding Stroam:
Linw Gude:
Survice Type:
Provider:
Training Provider 10:

Planned End Date:*

Provider Name:

Case Mgr Name:
oOffice Name:
WHAL

Total Hours:
Total Obligated:
Tutal Estpur
Crirated Dat

" @Work Solvtions
Lidria Romero - indy WIA Training Help Topics About DS] Logout

] Goals N
# rode: -
.| Case Motes O*Net Code: &~
[ Credentials O Nt Tithe:
") Test Results Summary Description: [
i-j Prink 15 Status:® | Active v
@ ] A4 Forms

EBX

ad 2 Actual End Date: [ =
(3 Administrative File Review Record Created By:
Service Motes-A notes feld i prowded for any ustiication, rationale or detaded informnation necessary bor mondonng pwposes,
Pl use accordingly. Motes in this finld will be viewable by all usees
Service Notes:
J 5 Pring 155 Histerical Data
@ 0y 1aa Forms %Nt Con
Ad = ci

Cancel
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D. Work History
Step 1: Click on “Work history” to enter Work History. The page below should

display. To enter work history, begin by either typing in the employer name (if you
know it already existsin TrackOne) and click “next” or hit the magnifying glass
next to “Employer Name” to refine search or enter new employer name,

2 https:/Awww. trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer,

T : s 7 @Work Solutions

Lidria Romero - indy WIA Training Help Topics About DSI Logout

User Home Casge Management

Add New Glient Find Glient

szedenik, Princess )

-
111-11-1111 Step 2
1z/25/1580

Work History - Employer Info
I Case Management 6

fu‘ Client Home Page
[ 2 Reminders,Tasks

ok e
B b i m—

3 Work HiswrF Address:
C1 Enrollment and Application Zip Code:

Identify the current or prior employer for the client by typing in the employer information or selecting a local employer using the
lookup.

] Services City:
21 Goals State:
lo| Case Notes Phone:

(1 Credentials

1 Test Results
) Print 155
E ] Taa Forms

1 adrministrative File Review

&] Done 2 @ Internet

Step 2: If Magnifying glass was clicked, the page below displays. Enter in Employer
information to find or, if employer if new, then click the “Add New” button after
information is entered

2 hitps:/hwww. trackone-in.com - ClientTrack.Nel - Microsoft Internet Explorer,

Tk g ' @Work Solutions

ding Hels Tond

User Home Wl Case Management W

Add New Client Find client | <SSR [=]

Szedenik, Princess 5
. Step 1 Step 2
111-11-1111

12/25/1980 wWork History - Employer Info £

Identify the current ar prior employer for the client by typing in the employer information or selecting a local employer using the
I Case Management L2 M lookup

/h Client Home Page

B 2 Remindlars Tacks EmployerNames* [ 4y

(3] 3 Edit Participant

. 3
D — Find Employer @

1 Enrollment and Application Use the selection critera below to find the desired employer.

] Services

] Goals M
] Case Hotes Bmployer: [ ] i
1 Credentials Zip Code: l:l
) Print 155
o adaross: [
S —
I A atio 2 .
City: - SELECT- »~

1 administrative File Review

Search Cancel

K1l

&] Done D @ rkermet
p—— e e 8
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Step3: If “Add New” was clicked, TrackOne will begin a 3-Step process to enter in the
employer’sinformation. Click “Finish” when information is compl eted.

B hilps:Mhwww. Lrackone-in.com - Employer Information - Microsofl Internel Explorer

" @Work Solutions
Employer infarmation Al DEL L
Enter the fellowing infarmation 10 create a new Emplayer inthe system. B
Employar:*® Step 2
Alternate Employer Name: [ ]

ate Employer ng a local employer using the
Status: | Actve -

Add Mo

Dm
2] Dore EX

2] Done 8 ® intemet

[«]

Step 4: After Employer information is entered, or if employer information was found in
theinitial search, the “Work History — Job Information” page displays. Click “Finish”
when done completing fields.

3 https:/iwww.trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer

g;mck_ga.g ' @Work Solutions

Lidria Romero - Indy WIA Training Help Topics About DSI Logout

User Home Case Management

Add News Client Find Client

Szedenik, Princess
111-11-1141
12/25/1980

Work History - Job Information @

Case Management Fill in the information below regarding the client's job. The wage information is based on the wage the client was receiving at the
/I\ Client Home Page time they started the job.

[ 2 Reminders/Tasks

(3] 5 Edit Participant Hourly wage:*
3 Work History Average Weekly Hours:*
1 Enraliment and Application
21 Services Job Title:*
1 Goals Description:
\.| Case Notes
(] Credentials
] Test Results
] print 155 Job Start Date:*

E (] TaA Forms

H

Duties /Responsibilities:

I HH

Job End Date:

atio & Reason Left: | SELECT - v‘

1 Administrative File Review Commission:

Classification:* | sp FcT- v

i

Contact Name:

Contact Phone:

Placement Type:* [Unsubsidized Employment
Benefits Available: |_ s EcT- «
Job Covered by UI: | SE|ECT -

AT A, 1 &

&] Done S @ mtermet
— —— ———  ———————|
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Step 5:After clicking “Finish”, TrackOne will revert back to “Client Work

History” page where you can enter more Work History information or continue
with procedure.

E. Track One Application

Step 1: Click enrollment and application folder on left, TrackOne will display the screen

below

2} https:/Awww.trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer

Fncch Jpee

User Home Case Management

Add New Client Find Client

Lidria Romero - Indy WIA Training Help Topics About DSI Logout

Szedenik, Princess
111-11-1111
12/25/1380

I Case Management
4} client Home Page
[E 2 Reminders/Tasks
(e 3 Edit Participant
3 wWork History
3 Enwoliment and Application
(Z1 Services
1 Goals
| Case Notes
(Z1 Credentials
(C1 Test Results
£ print 158
E ] Tas Forms

Enroliment and Application @

The list below displays the client's enrollments/applications. An enroliment is automatically created when a Core Service is
created for a new client. To create an application for Intensive Senices, select the Create Application option fram the Action
menu next to the Enrollment record. To edit an existing application, select Edit Application. Use the Accounts menu item to
attach [TA or Supportive Services accounts to the enrollment. Use Monthly Contacts and Follow-Up to record regular contacts
with the client

Canc

1 records found.

Participation Date Exit Date App.Date Interviewer QOrganization Region Eligibility
f! 11/9/2007 11/9/2007 Danielle Gyuriak  Goodwill - St Joe oz Adult

(Z1 Administrative File Review

&] Dane

2 @ Intermet

Step 2: Click on gear next to participation date, a drop-down menu appears. Click on

“Edit Application”. Thiswill take you to “Application-Basic Client Information Screen.”

Add New Client Find Client

Szedenik, Princess
111-11-1111
12/25/1980

I:’ Client Home Page
[ Z Reminders/Tasks
3] 3 Edit Participant

3 waork History

3 Enrollment and Application

1 Services

] Goals

.| Case Notes

(] Credentials

] Test Results

) Print 155
E ] TA4 Forms

Uszer Home Case Management

icrosoft Internet Explorer

@Work Solutions

Lidria Romero - indy WIA Training Help Topics About DSI Logout

Enrollment and Application @
The list below displays the client's enrollments/applications. An enrollment is automatically created when a Core Service is
created for a new client. To create an application for Intensive Services, select the Create Application option from the Action
menu next to the Enrollment record. To edit an existing application, select Edit Application. Use the Accounts menu item to
attach ITA or Supportive Services accounts to the enrollment. Use Monthly Contacts and Follow-Up to record regular contacts

with the client
I Case Management 6

records found.

Participation Date Exit Date App.Date Interviewer QOrganization Region Eligibility
F %Edit Radistration 11/9/2007 Danielle Gyuriak Goodwill - St Joe oz Adult

%Edlt Application
“Caccounts

gMDnthly Contact
e aiow Lips

P

lgEx\t Infarmation

(1 Administrative File Revigw

e
{

=lprint App/Enrollment

S

%PIanned Gap in Service

Ad ust Enroliment

@ Daone

5 @ internet

10
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Step 3: In “Application-Basic Client Information Screen”, al information must be
entered. Y ou will need to click the “Calculate Eligibility” button in order for TrackOne to
calculateit. The screen will refresh to show eligibility. Click “Save’ at the bottom of the

screen.

ClientTrack.Net

Szedenik, Princess
111-11-1111
12/25/1980

/h Client Home Page
[ Z Reminders/Tasks
[E3] 3 Edit Participant
3 Wark Histary
=y Enrollment and Application
C] Services
] Goals
.| Case Notes
] Credentials
] Test Results

User Home Case Management

Add New Client Find Client

I Case Management )

rosoft Internet Explorer

" @Work Solutions

Lidria Romero - Indy WIA Training Help Topics About DSI Logout

Application - Basic Client Information

Application Date:* [11,09/2007 |5
Organization:*

Applicant Infoermation-|dentify the following basic information about the applicant. If these values are empty, you must return to
the edit client record to update

Name: Szedenik, Princess
Address:* 1515 Beach Sand Lane
Zip Code:* 46545

City:* Mishawaka

State:* IN

Gounty: 5t Joseph

2] Administrative File Review

& Print 153 Home Phone:* 574-233.6175
B (] TaA Forms Birthdate:* 12/25/1980
I = Documented By: | SELECT - v
- AL - Age: 26

Gender: Female

‘=] Enrollment and Application
Z1 Services

] Goals

.| Case Motes

C] Credentials

C] Test Results

& Print 155

[ ] Ta4 Farms

Documented By: ‘Sucwal Security Card v
Gitizenship:* | .5, Citizen v
Documented By: | Birh Centficate v
Hispanic/Latino Ethnicity: | pg v
American Indian/Alaskan Native: [ -
111-11-1111 Asian: ] -
BT Black/african American: []
Hawaiian /Pacific Islander:
I Case Management 6 /h' / ) 0
white/Caucasian: [/]
Y client Home Page i - Identif
E @ Reminders/Tasks Did Mot Self-Identify Race: []
] 3 Edit Participant Selective Service Registration:* \Nm Required v‘
3 Wark History Dacumented By: ‘ SELECT - v|

Social Security Number:  111-11-1111

Application - Employment Information

Employment/Dislocation Information-Click on the Most Recent Job Histary search icon to select the current or most recent
job held (and make sure the client's Work History is up to date]. If applying for Dislocated Worker status, select the gualifying
category from the Diglocated Worker drop-down list

Most Recent Job History: ‘A W General - CNC Machine Operatar V|

2] Administrative File Review

Current Employment Status:* ‘Nut employed W

Dislacated Worker Category:* @ Not Applicable (Not Eligible for Dislocated Worker)
O TerminatediLaid OF, Unlikely ta Return ta Previaus Decupation

) Recaived Motice of Substantial LayoffPlant Closure
O Was SelfEmployed; Lost Work Due to Ecanomic Conditions/Disaster
O Displaced Harmemaker
Laid off from TAA Certified Employer: |:| ‘;;
Employer Location:
TAA Petition Number:

Unemployment Insurance:* ‘Cla\mant - Mat Profiled & Referred V|

—_— =

Screens continue on next page:

11
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BLEUBNIK, FIIILESS
111-11-1111
12/25/1980

I Case Management
’ﬁ Client Home Page
E & Reminders/Tasks
| 3 Edit Participant
3 Wark History
a Enroliment and Application
] Services
1 Goals
.| Case Notes
1 Credentials
] Test Results
&} Print 155
& ] Tas Farms

IE atio 2

21 Administrative File Review

Szedenik, Princess
111-11-1111
12/25/1980

I Case Management 6

ll‘ Client Home Page
E |2 Reminders/Tasks
E3] 3 Edit Participant

3 Waork History

a Enroliment and Application

] Services

1 Goals

.| Case Notes

_] Credentials

] Test Results

&} Print 55
E ] Tas Farms

7 administrative File Review

ted

,l‘ Client Home Page
E & Reminders/Tasks
E3] 3 Edit Participant

Waork Histary

= Envollment and Application

] Services

] Goals

ko | Case Notes

] Credentials

[_] Test Results

&} Print 155
& ] Tas Farms

Pacministratio ;

1 administrative File Review

Revised: 2/27/08

Application - Other Client Information

Family Status:

Family/Income-Income information is reguired only for Youth seeking to gualify based on income. Fill in the information below,

and the system will determine eligibility for Low Income status.

Number In Family:

Family Income for previous 6 Months:
Homeless:

Foster Child:

Food Stamps:

TANF:

General Assistance:

Refugee Cash Assistance:

S8I-5VA Title XVI:

Low Income:

Education Information-Please iderdify the level of the client's education. MOTE: For Youth Reading and Math assessment, go

weeks Unemployed:*

Other family member h

to Test Results on the Case Management menu to enter test scores.

Education Status (Required for Youth Only):

- SELECT -

Highest Grade Completed:* ‘Bache\ors Degree of Equivalent

Veteran Information-Indicate the applicant's veteran status by completing the fallowing information

Veteran Status:* ‘Yes - Sened mare than 160 days V|

Disabled Yeteran:* | yag Special disabled v
Campaign Veteran:* |es Other Campaign ¥

Recently Discharged Yeteran:

Separation Date

Date Service Began:

| Application -

EEE =
C

Disabled:* ‘NU v

Limited English:
Substance Abuse:

Poor Work History:

TANF Exhaustee:

Basic skill Deficient:
Offender:
Pregnant/Parent Youth:
Youth-Needs Assistance:
Runaway:

High School Dropout:

Locally Defined Barrier:
Local Barrier Description:

A - Adult:

B - Low Income Adult:

D - Dislocated Worker:

F - Youth (14 - 18):

G - Youth (19 - 21):

1- Youth {14 - 18) 5 Percent Window:
J- Youth (19 - 21) 5 Percent Window:
T-TAA:

Combined WIA Eligibility Code:

|:|DDDDDDDDDDD

Calculate Eligibility

i

Reviewer Information-Flease select the interviewer and reviewer

Interviewer: [Daniglle Gyuriak »

Interview Date: 110952007 [T
Reviewer:

!

12
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Selective Service Screen

The Selective Service website can be accessed directly from TrackOne
Step 1: In Track One click on user home tab.

rack.Met - Microsoft Internet Explorer

@Work Solotions

Lidria Romero - Indy WIA Training Help Topics About DSI L ogout

Uzer Home

JobWorks - Cass
Indiana Workforce - Master User

& Tasks

& calendar
= Case Load
3wy User configuration 7| Mew Pick List Values for Credentials in TrackOne:

) Paused Operations

ase Management

MNews

Ower the weskend we will be adding new values to the Credential Type pick list on the "Credentials” screen

in TrackOne The new values include the Blue and Gold Worki<eys Certificates as well as Master's Degree
and FhD.

(] Important Documents
] Caselnad Reports

(_] Region/Site Reports
[ Excel Reports Posted: 11/15/2007
) User & Admin Reports

1 Paused Operation Reports
(] 9090 Reparts - June 2006 If you have any questions about these changes or have any suggestions about future changes please
] 9090 Reparts - Sept 2006 contact Jason at the Help Desk at 317-436-4060 or email him at support@atworksolutionsinc.com

rr— | T

3 E\S";D el The @\ork Sclutions Inc. Team

&) Selective Service Registration

Flease review the new TTGE posted on the DWD website

& selactive Service Verification
&) Dept of Labor - ETA

&) DWD O*Net Database

&) TrackOne Tech Guidance/Res |

A | D]
E_‘]Done &l S @ mnternet

Step 2: On the left side of the screen scroll down and click on Selective Service
Registration. The screen below should show (if website is unavailable, registration can
be completed by calling (847) 688-6888.

et - Microsoft Internet Explorer

7 Work Solutions
Lidria Romero - Indy WIA Training Help Topics About DSI Logout
User Home Case Management

JobWorks - Cass

Indiana Workforce - Master User

¥ Hecent
# Tasks
# calendar "
9 Case Load
3 My User Configuration
) Paused Operations

Search Site

Selective Service System Online Registration

home

'Reports 8 Documents about the agency If vou're a male LS, citizen, age 18 through 25, and are living INSIDE the United States or its

= territories, or if you have an APOFPO address, you can register with Selective Service by filling
(1 Important Documents ] registration info out the form below and clicking on "Submit Registration.”
1 Caseload Reports news & public affairs

] Region/Site Reports

| Excel Reparts

) User & Admin Reports

) Paused Operation Reparts
] 9090 Reports - June 2006 privacy policy
] 9090 Reports - Sept 2006 history/records

Ifyou're a male LS. citizen, age 18 through 25, and are living QUTSIDE the United States, you cal
what's new register with Selective Service hy clicking here.

contact

If you are an immigrant male (documented or undocumented) Iiving in the United States, age 18
through 25, vou are required to register. You may submit your registration to the Selective
Service by filling out the form below and clicking on "Submit Registration.” Non-immigrant male
living in the United States on avalid visa are NOT required to register.

careers

If you are unable to register online, or you receive an error message, you will be directedto a
registration form which you may print out, complete, sign, and mail to the Selective Service

Q) . fast facts System.
0 - | what happens in a draft

publications

EARLY SUBMISSION OF INFORMATION: Now, if you are a man whao is at least 17 years and 3

site map months old, you may complete this form to submit your registration information. The infermation
will be held on file and processed atomatically when you are within 30 days of your 18th
birthday, at which time we will mail confirmation to you.

) selective Service Regid®ation
&) Selective Service Verification
&) Dept of Labor - ETA

&) DWD O*Net Database

&) TrackOne Tech Guidance/Res

< | [
@:‘ S @ rkernet

This service is operational seven days aweek. It is not available when system maintenance is
soheduled from 2 a.m. to 4 a.m., .S, Central Time, Tuesday through Saturday. Please read this
warhing staternent about false registration.
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Step 3: Y ou can then enter the customers SS# to verify if heis registered.

F. Recordingthe Results of thelnitial SkillsIndicator in TrackOne
Step 1: Click “Services’ on left side of screen. Thiswill take you to Activities Screen.

] https: fAwww.trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer,

User Home Case Management

Add News Client Find Client

Bading, Frank
110-60-7845
S5/10/1964

’.‘ Client Home Page
& Reminders/Tasks
Edit Participant
Work History
(1 Enraliment and Application

(1 Services

] Goals

ko] Case Naotes
1 Credentials
1 Test Results
&} print 185

[ ] Tas Forms

E3]
E3]

Additional Participant Information
Home Address:
Zip Code:
City:

Case Management 6 State:

County:

Home Phone:

Work Phone:

Msg Phone:

Cell Phone:

Email Address:

Highest Grade Completed:
Highest Degree Attained:

Unemployment Insurance (UI) Status:

1 Administrative File Review

Citizenship:

Created By Org ID:
Organization Name:
New Region Code:
Old WSA Code:
Date Created:

Mary Urban - Indy WIA Help Topics About DSI Logout

@Work Solvtions

L ]
L ]
]
L ]
L 1

[

- SELECT —

-- SELECT -

-- SELECT - N

- SELECT — v

Org/Region Information-These values will be automatically assigned by the system

[ Previgus }

<]

[ Pause ] [ Cancel

»

idstart. € @ o ) Inbox - M

Step 2: To add the Initial SkillsIndicator results, click the “Add New” button. This will

take you to the act

ivity screen

] https:/Awww.trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer

User Home Case Management

Add News Client Find Glient

Szedenik, Princess
111-11-1111
izfzs/19s0

I Case Management

/h Client Home Page

) Reminders/Tasks
Edit Participant
\Work History

2] Enrallment and Application

{3 Services

] Goals

.| Case Notes

] Credentials

] Test Results

£ Print 155

E ] Taa Forms

[E3]
[E3]

Lidria Romero - Indy WIA Training

Activities

and select Edit from the menu

3 racords found,

Begin Title Funding
Date Stream

The client's activities/services are displayed below. The most recent iterns are listed first
To add a new activity, click the Add New button. To edit an existing activity, click the Action icon next to the desired record

) (] (G

Service Type
Service Type Code

1% 13072005 Work w/ clisntto develop g g e
e job search plan

A 1-on-1 Counseling and
% 14972007 oelr Planning

% 11/9/2007 Selfhelp - Assessment - oo goryices
5 Gansric

WIA-Adult

2] administrative File Review

Employment Plan Nz
Counseling and Carser

N4
Planning

Informational/Self- co
Service

S @ Inkermet

@Work Solotions

Help Topics About DSI Logout

Planned End Actual End

Date Date
1/30/2008

11/9/2007 11/9/2007
11/9/2007 11/9/2007

S @ mmternet

14
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Step 3: At the “Add an Activity” page, click the magnifying glass next to

“Activity/Service Title”, thiswill take you to “ Available Service by Funding Stream “

screen.

2 https:/iwww.trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer

Frcwchi e

1/ @Work Solvtions

Lidria Romero - Indy WA Training Help Topics About DSI Logout

User Home: jl
Add New Client Find Client

Case Management

Szedenik, Princess
111-11-1111
12/25/1980

I Case Management
"1‘ Client Home Page
[ 2] Reminders/Tasks
(3] 3 Edit Participant
wWork History
1 Enrollment and application
£ services
] Goals
le| Case Notes
] Credentials
[ Test Results
&) Print 155
E ] TA4 Forms

1

Activity

To add an activity, enter the following information

Begin Date:* ﬂ

Activity/Service Title:™* |

Funding Stream:

Line Code:

Service Type:
Provider:

Training Provider ID:
O*Net Code:

O*Net Title:
Summary Description: |

Status:* |Actwe v‘

Planned End Date:* [1201/,2008 [

[ Administrative File Review

Actual End Date: :E

Record Created By:

Service Notes-A notes field is provided for any justification, rationale or detailed information necessary for monitoring purposes.
Please use accordingly. Motes in this field will be viewable by all users.

Service Notes:

&

€l

2 @ Irternet

Step 4: In “Category” select “1 Core-Self Service”, in the drop down menu. Under
“Service Type’, select “ Informational/Self-Service.”

Add Mew Client Find Client

Szedenik, Prin|
111-11-1111
1z/25/1380

I Case Management
/", Client Home Page
[ 2 Reminders/Tasks
(3] 3 Edit Participant
Work History
O] Enralliment and A
3 Semvices
] Goals
\.| Case Notes
] credentials
1 Test Results
] Pprint 155
[ ] Taw Farms

] Administrative Filg

User Home Case Management

A https: /. trackone in.com - ClientTrack.MET Search - Microsoft Internet Explorer

Available Services By Funding Stream

Select the Funding Stream (only the ones for which this client is currently eligible are shown], and click Search
to display a list of available services

You can use the Category and Service Type selections to narrow the search. The Service Title box will match all
titles containing the text in the box, for the selected Funding Stream. ] &

Click on an item in the list to place the client into the selected service

Funding Stream:* 8

Category: |- SELECT - v

|- sELECT - |

L ]

Service Type:

Service Title:

I ronitoring purposes

&] Done

D @ ntermnet

5 @ Internet

15
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Step 5: Click “Search.” A page displaying “ Available services by funding stream” should
show. Choose: Informational/Self-Service — Self Help- Assessment- Generic”

Funding Stream

24 records found,
Funding Stream
WIA-adult
WiA-Adult
W IA-Adult
WIA-adult
WIA-Adult
WIA-Adult
WA-Adult
WIA-Adult
W A-Adult
WIA-Adult
WIA-adult
WiA-Adult
Caore Services
Core Services

Core Services
Care Services
Core Services
Core Services
Core Services
Care Services
Core Services
Core Services

Informational/Self-Service
Informational/Self-Service
Informational/Self-Service
Informational/Self-Service
Informational/Self-Service
Informational/Self-Service
Infarmational/Self-Servics
Informational/Self-Service
Informational/Self-Service
Informational/Self-Service
Informational/Self-Service
Informational/Self-Service
Informational/Self-Service
Informational/Self-Service
Informational/Self-Service
Informational/Self-Service
Infarmational/Self-Servics
Informational/Self-Service
Informational/Self-Service
Informational/Self-Service
Informational/Self-Service
Informational/Self-Service

Click on an item in the list to place the client into the selected serice.

Funding Stream:* [_ sg|ErT-- b

Select the Funding Stream (only the ones for which this client is currently eligible are shown]), and click Search to display a list of available serices
fou can use the Category and Serice Type selactions to narrow the search. The Service Title hox will match all titles containing the text in the box, for the selected

Category: |1 Core - SelfSewice

Service Type:

Service Title:

Self-help - Utilized Tutorials (Typing/Office/ete)
Self-help - Job Search - Generic

Self-help - Utilized Job Search softwares/video/pri
Self-help - Utilized resume builder software/video
Self-help - Financial Aid Information

Self-help - Community Resource Information
Self-help - LMI - Generic

Accessed local wage and benefits trends
Accessed LMI for region's strat, skills initiative
Self-help - Assessment - Generic

Self-help -Utilized typing test software

Self-help - Utilized Interest Inventory Software
Self-help - Utilized Tutorials (Typing/Office/etc)
Self-help - Job Search - Generic

Self-help - Utilized Job Search software/video/pri
Self-help - Utilized resume builder software/video
Self-help - Financial Aid Infarmation

Self-help - Community Resource Information
Self-help - LMI - Generic

accessed local wage and benefits trends
Accessed LMI far region's strat, skills initistive
Self-help - Assessment - Generic

Step 6: After sélecti ng, TrackOne will revert to the “Activity”

page. Som

e entries may

be automatically filled in, but you must complete al other asterisked items. The Initial
SkillsIndicator Test Result isto be placed in the“ Service Notes’ of thispage. Click
“Save’.

srmﬂu

Lisai Horn: 1

Case Managument

sredenik, Princess
FETEEREEE]
12/25/1900

A} client Home Page

E 4 Reminders/Tasks
B B edit participant

3 work History

() Enrcliment and Appheation
3 Services

] Goals

.| Case Motes

(1) Crodentiaks

) Test Results

i prine 185

@ [ a4 Forms

() Administrative File Review

Case Management ‘]
Add News Client  Find Client }

Activity

& print 155

Jlﬂ CJ TAa Forms

Histerical Data

(1 Administrative File Review

]

A Activities-Master

Ta add an acthity, erter the following infarmation

Activily /Survice Title:* l

Summary Description: [

Lidria Romero - indy WIA Training Help Topics About DS] Logout

Buyin Date;* @':

Funding Stroam:

Linw Gude:
Survice Type:
Provider:

Training Provider 10: :l

* tode:
othet Code: F=

O Nt Title:

Status:® | Acqive v

Planned End Date:* |

Actual End Date:
Record Created By

Service Motes-A notes feld i prowded for any ustiication, rationale or detaded informnation necessary bor mondonng pwposes,
Plrasa use accordingly. Motes in this finld will be viewablo by all usees

Service Notes:

O*Neet Godie (read-only):

Client Intaks: Site:

Provider Name:
Case Mgr Name:
oOffice Name:
WHAL

Total Hours:
Total Obligate
Tutal Espien
Crerated Date:

[]

Cancel 5]

16



Talent Assessment Manud Revised: 2/27/08

G. Program Eligibility

Step 1: Click “Enrollment and Application” folder on left

User Home Caze Management

Add New Client Find Client

Enroliment and Application

szedenik, Princess The list below displays the client's enrollmentsfapplications. An enrallment is automatically created when a Core Service is
111-11-1111 created for a new client. To create an application for Intensive Services, select the Create Application option from the Action
12/25/1980 rmenu next to the Enrollment record. To edit an existing application, select Edit Application. Use the Accounts menu item to

attach ITA or Supportive Services accounts to the enrollment. Use Monthly Contacts and Follow-Up to record regular contacts
with the client

Case Management (2]
’h Client Home Page
[ 2i Reminders/Tasks

£ 5 Edit Participant 1 records found.
3 wark Histary Participation Date  Exit Date App.Date Interviewer QOrganization Region Eligibility
=y Enrollment and Application ﬁ 11/9/2007 11/9/2007 Danielle Gyuriak Goodwill - 5t Joe oz Adult
] Services -
] Goals

.| Case Notes
] Credentials
] Test Results
) Print 155

[ ] Taa Farms

b

] Administrative File Review

@ Done

S @ Internet

Step 2: Click on gear next to participation date, click on “Edit Registration”.

https:/hwww.trackon com - ClientTrack.Net - Microsoft Internet Explorer

Frrcech @ /' @Work Solutions

Lidria Romero - Indy WIA Training Help Topics About DSI Logout

User Home 1‘ Case Management 1

Add New Glient Find Client Enrollment and Application @
Szedenik, Princess The list below displays the client's enroliments/fapplications. An enrollment is automatically created when a Core Service is
141-11-1141 created for # new client. To create an application for Intensive Sewvices, select the Create Application option frorm the Action
12/25/1980 tmenu next to the Enrallment record. To edit an existing application, select Edit Appli . Usge the A s Frenu itern to

attach [TA or Supportive Services accounts to the enrollment. Use Monthly Contacts and Follow-Up to record regular contacts
with the client
Case Management o
’h Client Home Page
E & Reminders/Tasks
E & Edit Participant 1 records found.

5 Work History Participation Date Date App.Date Interviewer Organization Region Eligibility

‘= Enrul.lmentand Application & { Registration 11/9/2007 Danielle Gyuriak  Goodwill - 5t. Joe 02 Adult

] Services N g

C1 Goals @Ed\t Application

.| Case Maotes “Daccounts

(3 Credentials EMDnth\g Contact

Test Results
% Print 155 Hrollow Ups
=
& ] Tas Farms gExit Information
.JJ
atio 'y =lprint App/Enrollment
1 administrative File Review @D\ammed Gap in Service
Ad'ust Enrollment
&) Done S @ Internst
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Step 3: Thiswill take you to the “Track One Registration Screen” shown below. Y ou will
enroll al customersin the WIA Adult and Wagner Peyser adult funding stream. Click
“Save” at the bottom of screen.

Uzer Home Casze Management

Add New Client Find Client

Szedenik, Princess
111-11-1111
12/25/1980

I Case Management 6

/h Client Home Page
E & Reminders/Tasks
£} 3 Edit Participant

3 Work History

‘3 Enrollment and Application

] Services

] Goals

.| Case Motes

] Credentials

[Z] Test Raesults

= Print 155
[ ] Tas Forms

21 administrative File Review

bl

E # rReminders/Tasks
[ 3 Edit Participant
Work History
a Enrollment and Application
] Services
] Goals
| Case Motes
] Credentials
[Z] Test Raesults
& Print 155
[ ] Tas Forms

] Administrative File Review

bl

TrackOne Registration

Enrollment Categories-Select the WA funding streams used to serve this participant.

WIA Adult:

Dislocated Worker:

WIA Youth:

Rapid Response:

Mational Emergency Grant (NEG):
Trade Adjustment Act {TAA):

O <=

oooono

Participation Dates-The first and last service dates are displayed below. If no services/activities occur for 90 days, the
patticipant will be automatically exited as of the Last Serice Date. if a Planned Gap in Service is in effect, no exit will occur

before the ‘Hold Open Until' date shown below.

Participation Date:
Last Service Date:

Hold Open Untii:

Actual Exit Date:

TAA Tracking-This section for TAA prograrm use OMLY.

Taa Application Date:

TaA Petition Number:

TAA Participant ID:

Eligible for ATAA:

Training Waiver/Reason:
Training Program ID:

Training Contract Review Date:
Total Cost of Training:

Total Expenses Paid by TAA:
Total Travel Expenses Paid:
Total Subsistence Expenses Paid:
Total Other Expenses Paid:
TAA Deregistration Notice:

Other Federal Enroliment code:

TAA - Employment at Dislocation

Separation Date:

Annual Pay:

# of Months Employed

Recalled by Former Employer:

11972007
1/30/2008

[ Id
L 1

L 1
O
|- SELECT-

[ T4
[ ]
L 1
O

!

Save | | Pause Cancel

<]

@ Done

é # Internet

Step 4: Customer will be attached to a Team (* TrackOne capability pending)

18
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H. Record Initial Service
Step 1: Click “Services’ on |eft side of screen this will then take you to “Activities’

Screen.

User Home Case Management

Add News Client Find Client

Bading, Frank
110-60-7845
S5/10/1964

’.‘ Client Home Page
E |2 Reminders/Tasks
3] 3 Edit Participant

Work History

1 Enraliment and Application

(1 Services

] Goals

ko] Case Naotes

1 Credentials

1 Test Results

&} print 185
[ ] Tas Forms

1 Administrative File Review

ack.Net - Microsoft Internet Explorer

Additional Participant Information

Home Address:

Zip Code:

City:

State:

County:

Home Phone:

Work Phone:

Msg Phone:

Cell Phone:

Email Address:

Highest Grade Completed:
Highest Degree Attained:
Unemployment Insurance (UI) Status:

Citizenship:

L ]
L1
L 1
L1
L 1
L ]

Mary Urban - Indy WIA Help Topics About DSI Logout

[

- SELECT —

-- SELECT -

- SELECT - |

- SELECT — v

Org/Region Information-These values will be automatically assigned by the system

Created By Org ID:
Organization Name:
New Region Code:
Old WSA Code:
Date Created:

[ Previgus }

[ Pause ] [ Cancel ]

ilstart € @ =&

User Home Case Management

Add New Client Find Client

szedenik, Princess
111-11-1111
12/25/1980

I Case Management
4‘ Client Home Page
E 2] Reminders/Tasks
3] 3 Edit Participant
3 Work History
1 Enrallment and application
3 services
(] Goals
\.| Case Motes
(1 Credentials
] Test Results
) Print 155
E [ Ta4 Forms

S @ Inkermet

Lidria Romero - Indy WIA Training Help Topics About DSI Logout

and select Edit fram the menu

3 records found.

Begin Title Funding
Date Stream

#% 173072000 Work wi client to develop . a0
W job search plan

1 Administrative File Review

The client's activities/services are displayed below. The most recent iterms are listed first.
To add a new activity, click the Add New button. To edit an existing activity, click the Action icon next to thilHlesired record

A Line
Service Type
Service Type Code

Employment Flan N2

#% 117972007 1on-1 Counseling and WIA-Adult Counseling and Career 1.,
i Career Planning Planning
% 117972007 Sehelp - Assessment - oo oo oo Informational/Self- ca
w Generic Service

Planned End Actual End

Date Date
1/30/2008

11/9/2007 11/9/2007
11/9/2007 11/9/2007

S @ mmtemet
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Step 3: Click the magnifying glass next to Activity/Service Title, thiswill take you to
available service by funding stream.

ghuk.@u—g 1 @Work Solutions

Lidria Romero - Indy WA Training Help Topics About DSI Logout

User Home jl Case Management 1

Add New Client Find Client

Szedenik, Princess Activity
111-11-1111
12/25/1980 To add an activity, enter the following information
i S
I Case Management Begin Date: E
4 client Home Page Activity/Service Title: [ | 9(; _
[ 2] Reminders/Tasks Funding Stream:
E b Edit Participant Line Code:
Work History Service Type:
1 Enraliment and Application Provider:
i services Training Provider ID: I:l
Goals
E ot core: [ |4
.| Case Wotes &
(] Credentials O*Net Title:
] Test Results Summary Description: |
4 print 135 Status:* | active >
B (3 TaA Forms Planned End Date:* [1201/,2008 [
I A atio = Actual End Date: :E

] administrative File Review Record Created By:

Service Notes-A notes field is provided for any justification, rationale or detailed information necessary for monitoring purposes.
Please use accordingly. Motes in this field will be viewable by all users.

Service Notes:

&) 2 @ Irternet

Step 4: Click drop-down menu for “ Category” and select “3 Intensive-Significant Staff
Assist.” Click “ Search”.

ttps:/iwww. trackomn

User Home Case Management

Add Mew Client Find Client

, M 3 https:/Awwnw. trackone in.com - ClientTrack.MET Search - Microsoft Internet Explorer
Szedenik, Prin|

fvisea Available Services By Fundi
1z/25/1380

Select the Funding Stream (only the ones for which this client is currently eligible are shown], and click Search

to display a list of available services

You can use the Category and Service Type selections to narrow the search. The Service Title box will match all
’.‘i Client Home Pagel|titles containing the text in the box, for the selected Funding Stream. ] @..(\

[ 2 Reminders/Tasks

(3] 3 Edit Participant

Wark History
Funding Stream:* o -
23 Enrollment and Ay 9 ELE!

£3 sarvices Category: |- SELECT - v/ _
1 Goals Service Type: | SELECT - v|
lu] case Notes Service Title: l:l
] credentials
1 Test Results
] Pprint 155

[ ] Taw Farms

] Administrative Filg

I Case Management

Click on an item in the list to place the client into the selected service

I ronitoring purposes

&] Done D @ ntermnet

& 5 @ Internet
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Step 5: Thiswill then give you alist of intensive services to choose from. Select : 1-on-1
Career Counseling- Assessment Results Reviewed.”

2 https:/iwww.trackone-in.com - ClientTrack.NET Search, - Microsoft Internet Explorer,

Available Services By Funding Stream

Funding Stream.

Click on an item in the list to place the client into the selected service

Funding Stream:* | SELECT - v|

Category:
Service Type:

Service Title:

16 records found.
Funding Stream
W TA-Adult
W IA- Adult

Service Type

Ermployrment Plan
ent Flan

W LA-Adult Ermployrment Plan

WIA-Adult Short Term Prevocational Training
Wi TA- A dult Short Termn Prevocational Services
WIA-Adult Relocation Expenses

WIA-Adult Internship/Cooperative Experience (Adult)
WIA-Adult viiork Experience (Adult)

W LA-Adult Comprehensive Assessment
WIA-Adult Comprehensive Assessment

W LA-Adult Comprehensive Assessment
WIA-Adult Other Case Management Services
W LA-Adult Other Case Management Services
WIA-Adult Other Case Management Services
W LA-Adult Counseling and Career Planning
WIA-Adult Counseling and Career Planning

Service Title

Select the Funding Stream (only the ones far which this client is currently eligible are shown), and click Search to display a list of available services
You can use the Category and Service Type selections to narrow the search. The Service Title box will match all tithes containing the text in the box, for the selected

Wark w/ client to develop job search plan

Initial 1SS/IEF Development Session

Short-term Prevocational Training - Generic
Shart-term Prevocational Services - Generic
Relocation Expenses - Generic Itern/Yendor
Internship/Cooperative Exp (Adult) - Generic
VWork Experience - Generic

1-on-1 Counseling - In-depth assessment session
Group Counseling - Assessment results reviewed
1-on-1 Counseling - Assessment results reviewed
Budget Counseling for training

Budget Counseling - General

work w/ client to customize LMI research

1-on-1 Counseling - Customer Crisis/Issue
1-on-1 Counseling and Career Planning

<=

Line Code

|

@ Done

é ' Internet

Step 6: Once you select “1-on-1 Career Counseling”, you will go to the activity screen.
Y ou must complete all asterisk and then click “Save” button on bottom of page.

oen - Clien( Track.Net - Micresafl Infern

2 it pscdbwwow. trackane

Fnach Gpe

Gasu Management

2¥ chert Home Page
@ 4 Remindars/Tasks

[ TiHone | Cose Mamagoment |

To add an actiity, enter the following infarmation

Activity fServica Titla:™ [

Fnncling Stroamm:

El:z Edit Particpart Line Code:

Work History Sarvice Type:
1 Enncliment and Application Provider:
' Services Training Brovider 10: :l
e e ——
) Cradentials o Net Tithe:
(] Tost Pasuits Summary Description: [
1 Prine 156 Status:* | Asne

[ 21 TaA Farme

Adminstration

1 Aministrative Fil Riviow

18] Prine 155
B 1 TAA Forms

L7} Administrative File Review

&l

Planned End Date:* H

Actual End Date: [ |+

Record Created By:

Senvico NatosA natos field is provided for any justiécstion, rationslo or detailad information necossany fr MoREonng pUmosts

Plaass uss accordngly. Notes i this fisld wil ba viewabls by all users

Hervice Notes: H

| Historical Data

O Net Code (raad-anly):
Client Intake Site:
Provider Name:

Gase Mgr Name:

Offica Nama:

WEA:

Toral Hours:

Total Obligated:

Total Exponded:

Craatad Data:

[ﬂ] LM Caneal
8 wiermet

21
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I. Record Initial Service Case Notein Track One

Step 1: Click “Case Note” folder on left. Thiswill take you to the “Client Case Note”
screen shown below. Click “Add New” complete all asterisks at top.

2 https:/hwww.trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer = |
o J @ ~ @Work Solutions
Lidria Romero - fndy WIA Training Help Topics About DSI Logout
User Home ]‘ Case Management 1

Add Newt Client Find Client Client Case Motes

Szedenik, Princess The client's case notes you have rights to view are listed here. Click Add New to create a new case note. To prinfEheck the
141-11-1141 Frint box next to one or more case notes you wish to print, and click the Print Selected button
12/25/1930

I Case Management 2 [ﬁ
Add MNew Cancel
¥ Client Hame Page

E & Reminders/Tasks Print Selected

= 3 Edit Participant
3 wark History 0 records found.

NOTE: Once a case note is saved, additional changes will not be allowed.

— Print Case Manager Regardin Restriction
1 Enrallment and application — sedcrand T
1 Services
] Goals

.. | tase Notes
] Credentials
] Test Results
) Print 185

[ ] Ta& Faorms

% atio 7

] Administrative File Review

&] Done 2 @ Intermet

Step 2: Enter your case note. The case note will need to include, at a minimum, the
information listed in the example. Example: M et with customer (or name of customer)
and administered theinitial skillsindicator assessment to determine basic skillsin
language and math. Based on results and discussion, services beyond Coreare
needed to obtain/retain self-sufficiency employment. | am referring them to
Career/Skills Team.

Click “Save’ button.

2 https: ieww. trackons-in,com - CliontTrack.Mat - Microsaft Internat Explarer

?mh-?j.m_ @ Wark Solatisas
Lidria Romara - fndy WA Training Help Topics About DE1 Logout

Ussbiore | Cate Managoment |

Add Nowe Glient  Eind Glioot Edit Caza Nots [~

Seedonik, Princess

111-11-3111 Entry Date:®
o el —T
Case Management Ragarding:® |

2} Chiont Home Page
B 4 Reminders/Tasks
@ B edie Parnoipant

3 work History Domestic Violence Case Note: [

Domestic Vielence Case Nete-If checked, Case Note will be et to Qrganization Restricied

(21 Enroliment and Applcation  Select s Template s
21 Serviess G Y o B 7oy = rems s -],

[ Goals
| Case Note

) Cradentials
(] Test Results
1] Print 155

@ ) Tas Forms

Chent Name: Princess Szedenik

a &
("] Admentstrative File Review

22



